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GENERAL INFORMATION 
|. FOREWORD 


Welcome to the Governor in Council 
community. 

The management Priorities and Senior 
Personnel Secretariat of the Privy Council Office 
has produced this booklet to provide you with a 
general overview of the compensation and 
obligations associated with your appointment as 
a Governor in Council appointee. 

The booklet’s primary purpose is to outline 
the provisions that apply to persons appointed to 
full-time positions in most organizations. For 
more information, you are encouraged to contact 
your personnel office. 

While we have made every effort to ensure 
the accuracy of the information contained in this 
booklet, it may not be cited as an authority. 


This booklet and additional information on 
policies and benefits can be found on the 


Treasury Board Secretariat Internet Site at: 
http://www.tbs-sct.gc.ca. 


Management Priorities and 
Senior Personnel Secretariat 
Privy Council Office 


June 1997 


ll. APPOINTMENT, TENURE AND 
RELATED MATTERS 


Most positions to which the Governor in 
Council makes appointments are established by 
statute. These statutes vary greatly and many 
vest the authority to appoint and to set salaries or 
approve them in the Governor in Council. The 
statute will often specify the tenure and term of 
the appointment and the qualifications required. 

Appointments are made by the Governor in 
Council, that is by the Governor General on the 
advice of Cabinet, through an Order in Council 
which normally specifies the tenure, terms and 
conditions of appointment and the range within 
which the salary falls. The Order in Council 
includes an attachment indicating the appointee’s 
salary, which is protected as personal 
information. 

Recommendations for appointments 
Originate from many sources including the 
political, commercial and academic communities, 
senior public servants, business consultants and 
interest groups. In addition, for most full-time 
fixed-term appointments, qualified candidates are 
actively sought through publicized notices of 
vacancy that appear in the Canada Gazette. 

Candidates are usually chosen by the Prime 
Minister or the responsible Minister after 
consultation. The head of the organization may 
be involved in this process. Since all Governor in 
Council appointments are the prerogative of the 
Prime Minister, no appointment can be made 
without the Prime Minister’s approval. 

Appointments are for either fixed terms or 
indeterminate periods and their tenure is either 
“during good behaviour” or “during pleasure”. 
Appointees who hold office during good 
behaviour may be removed by the Governor in 
Council for cause. Appointees who hold office 
during pleasure may be replaced or removed at 
the discretion of the Governor in Council. 

When a term is specified in an Order in 
Council, the appointment lapses at its expiration 
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unless there is a legislative provision to the 
contrary. The appointee may be reappointed to 
the same position, but since appointments are 
made at the discretion of the Governor in 
Council, renewal is not automatic. In some 
cases, statutory provisions prohibit the 
reappointment of an appointee to the same 
position. 

Where no term is specified, appointees 
continue in office until they resign, are appointed 
to another position, are replaced or are removed 
from office. 

The Public Service Staff Relations Act 
(PSSRA), which normally governs 
employer/employee relations in the public 
service, does not apply to “a person appointed by 
the Governor in Council under an Act of 
Parliament to a statutory position described in 
that Act”. This means that appointees cannot join 
a union, pay union dues, or be party to collective 
agreements or grievance arbitration. 

Furthermore, most provisions of the Public 
Service Employment Act do not apply to 
Governor in Council appointees. Federal public 
servants who accept an Order in Council 
appointment are advised, where possible and 
appropriate, to take leave without pay. At the end 
of their appointment, they may then receive 
priority consideration for appointment to a 
position within the Public Service for which they 
are qualified. 

When a Governor in Council appointee 
resigns, the letter of resignation should be sent to 
the agency head, the Minister or the Clerk of the 
Privy Council, as applicable. 


ill. COMPENSATION 


It is intended that overall compensation be 
sufficient to attract and retain individuals with the 
best qualifications for each of the positions to be 
filled. 


¢ Deputy Ministers are remunerated within the 
DM 1, 2 or 3 salary ranges. Their level of 
appointment is determined by their 
experience and performance as well as the 
responsibilities of the position. 


¢ Other Governor in Council appointees are 
remunerated within the GIC 1 to 11 salary 
ranges. Their remuneration is generally fixed 
by Order in Council within these established 
ranges and reflect the level of responsibilities 
of the position. 


* In addition, a few salary ranges are 
established outside the GIC/DM framework 
to maintain competitive rates of remuneration 
as may be necessary, for example, in 
commercial and quasi-commercial Crown 
corporations. 


The level of the majority of full-time GIC 
positions is determined through the use of the 
Hay job evaluation plan, which ensures 
consistency and equity in the determination of 
compensation. 

Performance pay for Deputy Ministers and 
other Governor in Council appointees may be 
awarded at the Governor in Council's discretion 
and appointees are notified accordingly. 

With regard to pay administration, direct 
deposit of pay is normally required for all 
persons. The pay is deposited on a bi-weekly 
basis. 


TERMS AND CONDITIONS OF 
EMPLOYMENT 


IV. LEAVE WITH AND WITHOUT PAY 


1. Paid Vacation Leave 


Four weeks per fiscal year on appointment 
(accrued at the rate of 1%% days for each month 
that the appointee earned 10 or more days’ pay). 

Five weeks of leave per fiscal year (accrued 
at the rate of 242 days for each month that the 
appointee earned 10 or more days’ pay) when 
the appointee has completed: 


¢ 10 years of service in the DM or GIC group 
or equivalent; or 


¢ 15 years of service of which at least 5 are 
in the DM or GIC group or equivalent; or 


¢ 20 years of service; or 


¢ the appointee is already entitled to this 
number of weeks of vacation leave on 
appointment as a DM or GIC from another 
group in the public service or another 
federal Crown organization. 


Appointees may keep (transfer) accumulated 
vacation leave credits when they are appointed 
to another federal Crown organization. 

Vacation leave is intended for use in the year 
in which it is earned. Leave not used during that 
time may be carried forward, but the 
accumulation of vacation leave is generally 
limited to the greater of one year’s entitlement. 
At the end of the fiscal year, cash payments will 
be made for accumulated vacation leave that 
cannot be carried forward. 

With the approval of the immediate 
supervisor (or the Deputy Clerk of the Privy 
Council Office in the case of Deputy Heads), the 
appointee may carry forward up to one year’s 
entitlement of earned but unused vacation leave 
credits beyond the permitted maximum 
accumulation. Any leave carried forward under 
this exception must be used within the immediate 
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fiscal year or be subject to mandatory cash-out at 
the end of the year. 

Earned but unused vacation leave credits are 
automatically paid in cash on termination. 


2. Paid Holidays 
11 paid holidays per year: 
«New Year’s Day Thanksgiving Day 


¢ Good Friday ¢ Remembrance Day 
¢ Easter Monday ¢ Christmas Day 

¢ Victoria Day ¢ Boxing Day 

¢ Canada Day ¢ Labour Day 


¢ A provincial or civic holiday 


3. Paid Sick Leave 


The appointee is entitled to fifteen days of 
paid sick leave per fiscal year (accrued at the 
rate of 11/4 days for each month that the 
appointee earned at least 10 days’ pay) with no 
limit on the total days accrued. 

A medical certificate may be required by the 
Deputy Head. 

At the discretion of the Deputy Head, 
appointees may be granted up to 130 continuous 
days of paid sick leave if they have not 
accumulated enough credits to cover an illness. 
This additional leave may be granted only once 
in a person’s career and will not be recovered 
from future sick leave credits. 

Sick leave credits are not reimbursed upon 
termination of employment. Appointees may keep 
(transfer) accumulated sick leave credits when 
they are immediately appointed to another 
federal Crown organization. 


4. Leave for Family Responsibilities 


a) Leave with Pay (Discretionary) 


Appointees may be granted a total of five 
days’ leave with pay during any fiscal year for 
family-related responsibilities such as: 

* care of a sick member of the family; 


* needs related to the birth or adoption of a 
child; 


¢ to take a member of the family to a health 
or education-related appointment. 


b) Leave without Pay (Mandatory) 


i) Maternity Leave 


An appointee who is pregnant, shall, at her 
request, be granted maternity leave without pay 
commencing before, on or after the date of child- 
birth, as the appointee decides, and ending not 
later than 26 weeks following the date of child 
birth. A maternity allowance provides income 
maintenance to the level of 93% of salary for a 
period of up to 17 weeks, inclusive of the two- 
week waiting period under the Employment 
Insurance System. 

li) Paternity Leave 

At the appointee’s request, leave without pay 
shall be granted beginning on or after the date of 
birth of the child and ending not later than 26 weeks 
after the date of birth of the child. 

iii) Adoption Leave 

At the appointee’s request, leave without pay 
shall be granted beginning on or after the date of 
acceptance of custody of a child and ending not 
later than 26 weeks after the date of custody. 

iv) Care and Nurturing Leave 

At the appointee’s request, leave without pay 
shall be granted, in one or more periods 
(minimum 6 months each occurrence) not 
exceeding five years in total, for the care and 
nurturing of pre-school age children. In special 
circumstances, such leave may be authorized for 
periods of less than 6 months. 


5. Special Leave 

a) Special Leave with Pay (Mandatory) 
Special leave with pay shall be granted for: 
¢ jury duty; 


* appearing before any body authorized by 
law to compel the attendance of witnesses; 
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¢ participating in a personnel selection 
process or an appeal process for any 
position within an organization in the 
Government of Canada. 


b) Special Leave with Pay 
(Discretionary) 


At the discretion of the Deputy Head, special 
leave with pay may be granted for any purpose 
not otherwise specified. Examples where such 
leave might be granted are bereavement, 
marriage, or significant excessive hours worked. 


c) Special Leave without Pay 
(Discretionary) 


Special leave without pay may be granted for 
any purpose not otherwise specified. Since most 
Governor in Council appointments are for a 
specified term and renewal is not automatic, this 
type of leave would likely be granted only under 
exceptional circumstances. 


6. Leave for Work-related Illness or 

Injury 

Appointees may receive benefits during 
absences caused by occupational illness or 
injury. However, these benefits must be 
adjudicated and require the approval of the 
Workers’ Compensation Board of the province in 
which the appointee works. 


V. INSURANCE PLANS 


1. Public Service Management 
Insurance Plan (PSMIP) 


(a) Life Insurance 


» Basic Life: 


Benefit! Twice the annual adjusted 
salary (rounded to the nearest 
$1,000) 


Cost: Employer-paid 


Upon termination of employment, appointees 
may convert to a private policy the Basic Life 
Insurance coverage under PSMIP with the 


carrier within 31 days from departure and 
without proof of insurability. The cost would be 
paid by the appointee at commercial rates. 


» Supplementary Life: (optional, available 
upon application and submission to the 
Insurer of satisfactory evidence of 
insurability) 


Benefit: One year’s adjusted annual 
salary reduced by 10% for 
every year of age beyond age 
60 to a minimum of 10% of the 
appointee’s adjusted salary 
while employed as a Governor 
in Council appointee. 


Cost: Employee-paid 


Upon termination of employment, appointees 
may convert to a private policy the Supplemen- 
tary Life Insurance coverage under PSMIP with 


the carrier within 31 days from departure and 
without proof of insurability. The cost would be 
paid by the appointee at commercial rates. 


® Post-Retirement Life (optional) 


Benefit: 100% of adjusted final salary 
(salary at retirement excluding 
any retroactive revisions) 
during the first year of 
retirement, 75% during the 
second year, 50% during the 
third year and 25% thereafter 
for life. 


Cost: | Employer-paid 


» Dependants’ Life 


Benefit: $5,000 for the death of spouse 
and $2,500 for the death of 
each dependent child. 


Cost: |Employer-paid 


Upon termination of employment, appointees 
may convert to a private policy the Dependants 
Life Insurance coverage under PSMIP with the 


carrier within 31 days from departure and 
without proof of insurability. The cost would be 
paid by the appointee at commercial rates. 


(b) Accidental Death and 
Dismemberment (AD&D) 


Benefit: Member — $250,000 for accidental 
death. In case of dismemberment, 
benefits are paid according to a 
benefit schedule. 


Dependants — $5,000 (spouse), 
$2,500 (dependent child) in 
circumstances as described for 
members. 


Cost: Employer-paid 


Note: Upon termination of employment, coverage 


under Accidental Death and Dismemberment 
Insurance ceases. 
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(c) Long-Term Disability (LTD) 
Benefit: 70% of annual salary, increased 


Cost: 


each January 1 by increases in the 
Consumer Price Index to a maximum 
of 3%, payable after all sick leave 
credits are used or 13 weeks of 
total disability, whichever is longer, 
for a period of: 


¢ up to 24 months if the appointee 
is totally disabled for essential 
functions of his or her own job; 


¢ thereafter, until age 65 if the 
appointee is totally disabled for 
any reasonably commensurate 
employment that provides at least 
two-thirds of the current salary of 
the appointee’s former position. 


Employer-paid 


2. Supplementary Death Benefit Plan 
(Public Service Superannuation Act — PSSA) 


This plan applies only to appointees who are 
members of the Public Service Superannuation 
Plan. It provides additional compulsory life 
insurance coverage, equal to two times the 
annual salary, while participating in the plan. 


Benefit: Compulsory life insurance 


Cost: 


coverage while employed equal to 
two times annual salary until the 
member’s 61* birthday. Upon 
reaching age 61, the benefit 
reduces by 10% per year to a 
minimum of $5,000. Further details 
on coverage beyond age 61 or on 
retirement can be obtained from 
the appointee’s personnel office. 


The employer pays one-sixth of the 
cost of the premium and the 
employee the remainder, except for 
the $5,000 paid-up benefit, for 
which the employer pays the full 
cost of the premium. 
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Upon termination of employment and under 
certain conditions, appointees may elect to 
continue coverage. 

For appointees in receipt of an immediate 
annuity, the cost is the same as for active 
employees. 


For appointees in receipt of an annual 
allowance or having opted for a differed 
annuity under the PSSA, the appointee pays the 
_full cost of the coverage. 
Explanations of the terms “immediate annuity’, 
allowance” and “differed annuity” may be found in 
section VI which describes the pension plan. 


ee hee $3 


annual 


3. Provincial Health Insurance Plans 


Benefit: Insures appointees and dependants 
for physicians’ and surgeons’ fees 
and other medical expenses and 
standard ward accommodation in a 
hospital in Canada. 


Cost: Shared 50/50 in provinces which 
levy direct premiums (i.e. British 
Columbia and Alberta). If the 
appointee retires and receives 
benefits under the PSSA, the 
employer continues to share the 
cost 50/50. 


4. Public Service Health Care Plan 
(PSHCP) 


(a) Extended Health Care 


Benefit: Reimbursement of 80% of eligible 
expenses after an annual 
deductible ($60 single/$100 family) 
for specified medical expenses not 
covered under provincial health 
insurance plans (e.g. prescription 
drugs, vision care, etc.). 


Cost: |Employer-paid 
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(b) Supplementary Hospital 
Accommodation 


Benefit: Reimbursement towards the cost of 


Cost: 


a semi-private or private room 
accommodation at Level Ill (up to 
$150 per day). 


Employer-paid 


(c) Travel Benefit 


Benefit: Reimbursement of 100% of costs 


Cost: 


for emergency medical treatment 
not covered by appointees’ 
provincial health insurance plan, for 
appointees and their dependants 
when travelling outside of Canada 
for personal reasons, for up to 
40 days from departure from 
Canada, up to a limit of $100,000 per 
person. This benefit also applies to 
Quebec residents while they are 
travelling in another province, since 
the Quebec health insurance plan 
may not cover the full cost of 
treatment in another province. 


Employer-paid 


(d) Out-of-Province Treatment Benefit 


Benefit: Reimbursement of 80% of costs up 


Cost: 


to a limit of $25,000 for charges for 
public ward accommodation in a 
hospital outside of Canada, and 
charges for the services of 
physicians and surgeons which 
exceed the amount covered by the 
appointee’s provincial health 
insurance plan, when the 
appointee or dependants are 
referred for treatment by a 
physician in the appointee’s 
province of residence because the 
treatment is not offered in the 
appointee’s province of residence. 


Employer-paid 
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Coverage under Public Service Health Care 
Plan may be continued if the appointee retires 
and is in receipt of an annuity under the PSSA, 


with the cost shared by the appointee and the 
employer. 


5. Public Service Dental Care Plan 
(DCP) 


Benefit: Reimbursement of a percentage of 
the costs for eligible services after 
a calendar year deductible ($25 
single/ $50 family) to the limits 
shown in the provincial or territorial 
dental fee guide in effect for the 
current year. Except for orthodontic 
work, there is a reimbursement limit 
of $1,250 per calendar year per 
covered person for dental 
expenses. The lifetime limit for 
orthodontic expenses is $2,500 per 
covered person. 


NOTE: If a person joins the plan on or after July 1, 
the maximum reimbursement amount 
per person, excluding orthodontic 
services, is $625 for the year. 

Expenses Reimbursed at 50% include: 


Major restorative, major prosthodontic, and 
orthodontic 


Expenses Reimbursed at 90% include: 
Diagnostic, preventive, minor restorative 


Cost: |Employer-paid 


Note: Coverage under the Public Service Dental Care 


Plan ceases on termination of employment. 
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Vi. PENSION PLAN 
(Public Service Superannuation Act) (PSSA) 
(Special Retirement Arrangements Act) (SRAA) 


Eligibility — minimum requirements 


Most GICs are eligible to participate in the 
plan. In certain cases, participation may require 
Governor in Council approval. In some cases, 
however, the enabling legislation which appointed 
the GiC prevents the appointee from participating 
in the plan. 

In almost all cases, the minimum require- 
ments to qualify for a pension are completion of at 
least two years of pensionable service. If this 
requirement is not met, the appointee’s 
contributions plus interest, as determined on a 
quarterly basis, are automatically returned to the 
appointee on termination of employment. 

Pensionable service comprises current 
employment as a contributor and any periods of 
prior employment established as pensionable 
which the appointee has purchased under the 
elective service provisions of the plan or under 
the reciprocal pension transfer provisions of the 
plan. Under the transfer provisions, the appointee 
may be required to pay an additional amount to 
ensure that all prior service is recognized as 
pensionable under the terms of the plan. 


Benefits 


1. Immediate annuity calculated using the 
following formula: 2% X the number of 
years of pensionable service (maximum 35) X 
average salary over the best six consecutive 
years of highest salary if the appointee: 


a) retires at age 60 or older and has at least 
two years of pensionable service; 


b) retires at age 55 or older and has at least 
30 years of pensionable service; 


c) is disabled before age 60 with two or 
more years of pensionable service. 
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2. 


Deferred Annuity (optional) — pension 
payable at age 60 to those who resign from 
the public service prior to age 60 with two or 
more years of pensionable service but who 
do not qualify for an immediate annuity on 
the date of termination. 


NOTE: Members entitled to a deferred annuity 


3. 


4. 
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may, at any time after reaching age 50, 
elect to receive an annual allowance. 


Annual Allowance (optional) — a reduced 
pension payable as early as age 50, 
calculated as follows: 


Formula 1: (applicable only to those aged 50 
or more at the termination date with 25 or 
more years of pensionable service) - the 
lower annual allowance of: 


(a) the deferred annuity amount reduced by 
5% for each year (to the nearest tenth) 
that the age is less than 55, or 


(ob) the deferred annuity amount reduced by 
5% for each year (to the nearest tenth) 
that pensionable years are less than 30. 


Formula 2: (applicable to all others) - the 
deferred annuity amount reduced by 5% for 
each year of age (to the nearest tenth) less 
than 60 (maximum 50%). 


For those eligible for Formula 1, the higher 
annual allowance from either Formula 1 or 2 
is the annual allowance paid. 


The whole or any part of the pension reduction 
may be waived by the Treasury Board in the 
case of involuntary termination where a plan 


member has reached fifty-five years of age and 
has been employed in the public service on a full- 
time basis for at least ten years. 


Transfer Value (optional) — estimate of a 
lump sum amount which would be required 
today to fund a particular amount of pension 
benefit normally payable in the future. 


Eligibility: If a member has at least two 
years of pensionable service and is less than 
age 50 at termination of employment, that 
person may choose a Transfer Value instead 
of a deferred annuity. 


Formula: The transfer value is based on the 
deferred annuity that would be payable at 
age 60, and takes into account factors such 
as the member’s salary and service, 
CPP/QPP contributions and benefits, 
pension indexing, demographic and 
economic assumptions as well as interest 
applied to the pension fund. 


This option is irrevocable and must be made 
within one year of termination of employment. 


Survivor Benefits 


¢ Spouse: lifetime allowance calculated as 1% 
X the number of years of pensionable service 
(maximum 35) X average salary over the 
best six consecutive years of highest salary; 


Eligible child: normally 20% each of the 
spouse’s allowance (but the maximum 
amount payable cannot exceed 80%). 


Survivor benefits are payable upon the death 
of a plan member who had completed at 
least two years of pensionable service. 
Otherwise, a return of contributions is paid. 
Common law spouses may be recognized as 
the surviving spouse. 


A spouse married after the member’s 
retirement would not normally be entitled to 
an allowance. The member may elect, 
however, to reduce the amount of his or her 
pension in order to provide survivor benefit 
protection for a spouse married after 
retirement. 


Guaranteed Minimum Benefit — Every plan 
member with a vested benefit is guaranteed 
that the equivalent of at least five years of 
pension payments will be made to or in 
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respect of the member. Benefits can take the 
form of pension payments to: 


1) the plan member 
2) to his or her survivors; 


3) a lump sum paid to a designated 
Supplementary Death Benefit benefi- 
Clary; or 

4) to acombination of these as provided by 
the terms of the plan. 


7. Pension Increases — Pension payments are 
adjusted each January 1 by a percentage 
equal to the average monthly increase in the 
Consumer Price Index during the year 
ending the previous September. The first 
increase after retirement is prorated to reflect 
the number of full months of retirement in the 
retirement year. 


Cost: Shared. The member pays 7.5% of 
salary (minus the amount required for 
Canada/Quebec Pension Plan) to a 
maximum of 35 years. 


NOTE: The benefits of the pension plan, like its 
contributions, are integrated with the 
Canada and Quebec Pension plans. 


Post-Employment Participation 
(Special Retirement Arrangements Act — SRAA) 


Deputy heads and chief executive officers 
who leave the public service before age 60 with 
at least 10 years of pensionable service may 
elect to continue to contribute to the pension plan 
until age 60. This election must be made before 
the date of termination, and the former deputy 
head pays both the plan member’s and the 
employer’s contributions based on the plan 
member’s salary at departure, adjusted from time 
to time for future increases in the salary range. 

If the former deputy head makes this election 
under the Special Retirement Arrangements Act, 
he or she may also elect, before the date of 
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termination of employment, to continue coverage 
under the Supplementary Death Benefits 
(PSSA), the Public Service Management 
Insurance Plan, the Public Service Health Care 
Plan and the Public Service Dental Care Plan. 
The cost of this coverage is paid by the former 
deputy head. 
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Vil. PAYMENTS ON TERMINATION 


1. Severance Pay 


Appointees are entitled to one week’s pay for 
each completed year of service up to 28 weeks, 
payable on termination of employment, 
regardless of reason for departure, reduced by 
amounts previously granted. In certain situations, 
appointees may retain (transfer) severance 
entitlements when they are appointed to another 
federal Crown organization. 


2. Additional Death Benefit 


Applicable only to those appointees who 
were not contributors to the Public Service 
Superannuation Plan: a sum equal to two months 
of salary payable to the surviving spouse or, if 
necessary, such person as the Treasury Board 
determines. 


3. Salary for the Month of Death 


If the appointee has one or more years of 
service, salary for the full month in which the 
appointee dies will be paid to a named 
beneficiary or to the appointee’s estate. The 
amount of the payment will be the monthly rate of 
pay minus any salary payments already made in 
the month of death. 
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OTHER POLICIES 
Vill. EXECUTIVE VEHICLES 


Appointees who hold a_ personal 
classification at the DM or GIC 10 and 11 levels; 
hold a position which is classified at these levels; 
and occupy the most senior position in the 
organization may use an executive vehicle for 
personal and business purposes. 

The personal use of the vehicle is a taxable 
benefit. 


IX. PARKING 


Governor in Council appointees are eligible 
for reimbursement up to 50% of: 


¢ the monthly rate charged for Crown 
parking facilities; or 

¢ the monthly rate charged for commercial 
facilities, limited to a maximum of the 
equivalent Crown rate. 


This is a taxable benefit. 


X. MEMBERSHIP FEES 


The government reimburses fees when 
membership in an organization is required for the 
performance of official functions or directly serves 
the government's interests. 

Fees for membership in community, 
commercial or other special interest 
organizations may be paid only in exceptional 
circumstances when the deputy head believes 
that membership can contribute to achieving the 
objectives of the department or agency. 

Reimbursement of membership fees for 
primarily social, recreational or fraternal 
Organizations is subject to the approval of the 
responsible Minister, on the recommendation of 
the Clerk of the Privy Council. 
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XI. HOSPITALITY 


Expenditure of public money for hospitality is 
strictly limited to initiatives that facilitate 
operational objectives or comply with the 
requirements of courtesy or protocol. Generally, 
hospitality expenditures are reimbursed only 
when recipients are not government employees 
and the occasion marks important meetings, 
conferences and ceremonies. 


XII. BUSINESS TRAVEL 


The standards and conditions governing 
travel on government business are prescribed in 
the Treasury Board Travel Directive, Special 
Travel Authorities and Travel Administration 
Guide. The provisions in these documents apply 
to all Governor in Council appointees except 
those employed in organizations which have the 
authority to establish their own. 

The provisions are mandatory and represent 
reimbursement of reasonable expenses 
necessarily incurred while travelling on official 
business. The major elements of travelling 
expenses are as follows: 


1. Deputy Ministers and Other Senior 
Appointees 


Deputy Ministers (DM 1-3) and appointees at 
the GIC 9-11 levels may use business class 
air travel. They may claim expenses in 
excess of the per diems, based on receipts, 
subject to the general principles specified in 
the Travel Directive (i.e. commercial 
accommodation, telephone calls, meals and 
incidentals). 


2. Appointees at the GIC 1-8 levels 
(a) Transportation 


Appointees at the GIC 3 and 4 levels 
who occupy positions outside the 
National Capital Region and all 
appointees at the GIC 5 to 8 levels may 
be authorized to use business class air 
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(b) 


(c) 


(d) 


(e) 


travel when circumstances and distan- 
ces warrant. In order to reduce business 
class air travel, the distance should 
exceed 850 kilometres by air one way. 


For short distances, surface 
transportation, including personal 
vehicles, may be authorized. 


Hotels 


Hotels, unless occupied, are to be 
selected from those listed in the Hotel 
Directory for Government Employees. 
Selection of a hotel from the 
accommodations highlighted in green 
must be justified. Overseas hotels are 
not restricted to those in the Directory 
where rates offered are equal or lower. 


Meals 


While on travel status, claims may include 
the daily meal allowances or actual and 
reasonable meal expenses, supported by 
receipts. Actual meal expenses shall not 
include alcohol or the additional cost of 
room service, which is to be identified by 
the claimant. 


incidentals 


This allowance covers such items as 
gratuities, a daily newspaper, laundry 
and dry cleaning over the duration of a 
trip, even though a particular expense 
may be higher on a given day. In unusual 
circumstances, one may claim actual 
and reasonable expenses with an 
explanation and supported by receipts, in 
lieu of the daily non-accountable 
allowance. 


Taxis and Parking 


When in travel status, actual expenses 
may be claimed for taxis and parking, on 
the honour system. Receipts may be 
submitted. 
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(f) Calls Home 


When using inter-city authorization 
codes, appointees may maintain family 
contact in travel status through 
telephone calls home at their discretion, 
but personal calls, other than calls home, 
are the financial responsibility of the 
appointee. When inter-city authorization 
codes are not used, the regular 
telephone provisions of the Travel 
Directive apply. 


Xill. RELOCATION 


Reimbursement of relocation expenses for 
new appointees may be negotiated within the 
provisions of the Treasury Board Relocation 
Directive when required for effective recruitment. 

Expenses to be reimbursed may include: 
house-hunting trips, temporary dual residence 
allowance, weekend travel home, disposal and 
acquisition of accommodation, shipment of 
effects, and other expenses relating to the 
relocation. 

Further details concerning these provisions 
contained in the directive can be obtained from 
the appointee’s personnel or finance office. 


XIV. CONFLICT OF INTEREST 


Governor in Council appointees are required 
to perform their duties in the public interest. Their 
impartiality must be beyond reproach. 
Consequently, the government has established 
for public office holders the Conflict of Interest 
and Post-Employment Code which explains the 
steps to be taken to avoid real or apparent 
conflicts between their private interests and 
public responsibilities. 

The Code sets standards to maintain and 
enhance public confidence in the integrity of 
public office holders. It contains measures for 
compliance while in office and afterward. Specific 
requirements include the types of assets that 
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public office holders may have and the outside 
activities in which they may engage. 

The Office of the Ethics Counsellor is 
responsible for administering this program. 
Appointees may discuss their circumstances in 
confidence with officials in the Office of the Ethics 
Counsellor. 


XV. OFFICIAL LANGUAGES 


The Official Languages Act of 1988 is built on 
the Canadian Charter of Rights and Freedoms. 
This Act applies to all federal institutions, including 
departments, agencies, Crown corporations and 
in whole or in part, to other institutions through 
their divestiture legislation. 

The objectives of the government’s official 
languages program are to provide service to the 
public in the official language of its choice as set 
out in the Official Languages Act and Regulations, 
as required under the Act, to allow employees in 
federal institutions to work in the official language 
of their choice, and to provide the two official 
language groups with equal opportunities to 
participate in federal institutions. 

The Government expects that senior officers 
and executives will support these objectives and 
its commitment under the Act by assisting in the 
development of official language minority 
communities, by fully recognizing the use of both 
English and French in Canadian society, and by 
personally promoting the use of both official 
languages In their institutions. 

Furthermore, the Act specifies that both 
English and French are the official languages of 
federal courts and that everyone is entitled to use 
one or the other in all matters brought before the 
courts. Federal courts, including administrative 
tribunals, must ensure that the individuals hearing 
the proceedings understand English or French, or 
both, without the assistance of an interpreter. 
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ACRONYMS 


AD&D 


DCP 
DM 

GiC 
GIC 
LTD 
PCO 
PSHCP 
PSMIP 


PSSA 
-PSSP 
PSSRA 
PWGSC 


SRAA 
TB 
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Accidental Death and 
Dismemberment (Insurance) 


Dental Care Plan 

Deputy Minister Group 
Governor in Council 

Governor in Council Group 
Long-Term Disability Insurance 
Privy Council Office 

Public Service Health Care Plan 


Public Service Management 
Insurance Plan 


Public Service Superannuation Act 
Public Service Superannuation Plan 
Public Service Staff Relations Act 


Public Works and Government 
Services Canada 


Special Retirement Arrangements Act 


Treasury Board 


REFERENCES 


1. TERMS AND CONDITIONS OF 
EMPLOYMENT FOR GOVERNOR IN 
COUNCIL APPOINTEES 


¢ Minister of Supply and Services Canada 1997, 
Cat. No. CP22-16/1997, 
ISBN 0-662-6366-1. 


NOTE: The text of this booklet can also be 
obtained by consulting the Treasury 
Board Secretariat’s Internet Site at: 

TYPE: http://www.ressourcenet.tbs-sct.gc.ca 

FROM MENU SELECT: 

English or French 


TBS Publications for the Management of the 
Federal Gov't 


Human Resources Management 
Compensation 


2. INSURANCE 
(a) Supplementary Death Benefits 


¢ Public Service Superannuation Act and 
Regulations 


¢ “Your Superannuation Plan” — booklet 
published by Human Resources Policy 
Development Branch, Treasury Board, 
Stock No. 7610-21-880-6668 


(bo) Public Service Management Insurance 
Plan (PSMIP) 


¢ “Public Service Management Insurance 
Plan, Management Category” — published 
by the Communications Division, Treasury 
Board, Stock No. 7610-21-893-6169, 
ISBN 0-662-57498-2 


(c) Public Service Health Care Plan (PSHCP) 


¢ “Public Service Health Care Plan” — booklet 
available from: Distribution Centre, 
Treasury Board Secretariat, Cat. No. 
BT 43-87/1992, ISBN 0-662-58712-X 
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(d) Public Service Dental Care Plan (DCP) 


- “Dental Care Plan (DCP)” — booklet 
available from: Distribution Centre, 
Treasury Board Secretariat, Cat. No. 
BT 43-86/1992 Rev., ISBN 0-662-59186-0 


NOTE: Information concerning the above-noted 
plans can also be obtained by consulting 
the Treasury Board Secretariat’s 
Internet Site at: 


TYPE: http:/;www.ressourcenet.tbs-set.gc.ca 
FROM MENU SELECT: 
English or French 


TBS Publications for the Management of the 
Federal Gov't 


Human Resources Management 
Insurance and Related 


3. PENSION PLAN 


¢ Public Service Superannuation Act and 
Regulations 


¢ Special Retirement Arrangements Act and 
Regulations 


¢ “Your Superannuation Plan” - booklet 
published by Human Resources Policy 
Development Branch, Treasury Board, 
Stock No. 7610-21-880-6668 


NOTE: Information concerning the above-noted 
subjects can also be obtained by 
consulting the Treasury Board 
Secretariat’s Internet Site at: 


TYPE: http://www.ressourcenet.tbs-sct.gc.ca 
FROM MENU SELECT: 
English or French 


TBS Publications for the Management of the 
Federal Gov't 


Human Resources Management 
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Compensation 
Pensions 


4. TERMS AND CONDITIONS OF 
EMPLOYMENT FOR THE 
EXECUTIVE GROUP 


¢ Treasury Board Manual, “Executive Group”, 
available at the Distribution Centre, Treasury 
Board Secretariat, Cat. No. BT52-7-2-1990 


NOTE: Information concerning the above-noted 
subject can also be obtained by 
consulting the Treasury Board 
Secretariat’s Internet Site at: 


TYPE: http://www.ressourcenet.tbs-sct.gc.ca 
FROM MENU SELECT: 
English or French 


TBS Publications for the Management of the 
Federal Gov't 


Human Resources Management 
Compensation 
TB Manual — Executive Group volume 


5. HOSPITALITY, BUSINESS TRAVEL, 
RELOCATION, PARKING, 
MEMBERSHIP FEES 


¢ Treasury Board Manual, “Employee 
Services”, available at the Distribution 
Centre, Treasury Board Secretariat, 
Cat. No. BT52-7-8-1990 


NOTE: Information concerning the above-noted 
subjects can also be obtained by 
consulting the Treasury Board 
Secretariat’s Internet Site at: 


TYPE: http://www.ressourcenet.tbs-sct.gc.ca 
FROM MENU SELECT: 
English or French 
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TBS Publications for the Management of the 
Federal Gov't 


Human Resources Management 
Employee Entitlements 


6. CONFLICT OF INTEREST 


¢ “Conflict of Interest and Post-Employment 
Code for Public Office Holders”, booklet 
published by the Office of the Ethics 
Counsellor, June 1994. 
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